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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Jay Punia
	SUPERVISOR'S CLASS: CEA
	personnel analyst: BLS
	personnel date: 12/26/12
	PERCENT OF TIME: 









50%











30%


	activity: Under the direction of the of the Central Valley Flood Protection Board's (Board) Executive Officer and seven-member Governor-appointed Board, the Incumbent of the Board serves as the Board's Liaison Officer and Administrator.  The incumbent is responsible for performing a wide range of complex analytical and administrative duties.

ESSENTIAL FUNCTIONS
This position requires the incumbent to work both independently and cooperatively with others; reason logically and creatively; and work independently with supervision.   The specific duties are:

  
Serve as the Board Coordinator.  Analyze the logistical needs and develop material for the System-Wide/Regional Planning Coordination Committee of the Central Valley Flood Protection Plan (CVFPP) and perform duties relating to Plan's implementation process.  Analyzes, develops, and implements recommendations for improving the efficiency of Board operations such as permit archiving, and computerizing permits and Board minutes.  Responsible for coordinating the committee meetings.  Manage the Board's distribution list, a list containing almost 60 participants comprised of many DWR representatives, regional leaders from various counties, reclamation districts, and flood control organizations, consultants, and Board members.  Develop and disseminate Board materials to appropriate committee participants. Performs special administrative assignments for the Executive Officer concerning policy matters as needed.


Develop material for the Board's website, such as critical public access documents to meetings, hearings and material, agendas, staff reports, notices for projects that have a public comment period, Central Valley Flood Protection Plan material, permitting and permitting regulations and updates, important publications, and legislative updates that affect the Board, the public, and flood management.  Develop informational material for the website,  and assist with website format.
	classification: Staff Services Analyst (General)
	appointee: VACANT
	dwr position number: 0801-5157-xxx
	sap personnel no: TBD
	sap position number: 50000217
	division: CVFPB/Administrative Services
	mcr: 1
	percent2: 10%









10%






	activity2: Serve as backup on Human Resources activities to advise Program Managers and make recommendations for personnel transactions including: establishing new positions, reclassify positions, and recruitment.  Draft, revise, and review position descriptions, justifications, hire-above-minimum requests, training and development assignment plans, and out-of-class and acting assignment requests.  Participate on interview panels.  Evaluate office reorganizations and restructuring of positions, and determine the impact of proposed reorganizations on position levels and numbers.  Maintain personnel functions in SAP, the Department's integrated business system.  Gathers personnel data and compiles reports and updating the Division's organizational charts.  Prepares catastrophic leave requests and correspondence related to the Family Medical Leave Act.  
 
Prepares for and attends Board meetings and tours, which may require traveling by vehicle. Responsible for developing meeting notices and agendas, reviewing and editing reports submitted by staff, and prepares necessary backup data for such meetings.

OTHER RESONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor declared emergencies, flood, dam SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as CalEMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recover, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department’s Administrative Orders.

KNOWLEDGE, SKILLS & ABILITIES
Must be familiar with the Board's Regulations in order to assist the public and others upon request.
  
Ability to use a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively, both orally and in writing; consult with and advise Executive Officer or others on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of those contacted during the course of work; and establish and maintain project priorities. The incumbent must be familiar with the Board regulations in order to assist the public and others upon request.
	percent 3: 
	activity3: 
	supervisor name: Jennifer Bingaman
	employee name: VACANT


